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Presentation objectives 

• Provide tips to help you save time in 
preparing the forms 

• Explain steps to avoid penalties  

• Discuss automatic revocation  

• Explain the new reinstatement 
procedures under Rev. Proc. 2014-11 

• Highlight online resources that will help 
your organizations     
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Form 990 

• Form 990 is the information return that most 
large tax-exempt organizations file with the 
IRS each year 

• There are variations, such as the Form 990-
PF for private foundations, the short-form 
990-EZ for mid-sized organizations and the 
Form 990-N (e-Postcard) for small 
organizations  

 

4 



Form 990-N and 990-EZ Filing Tips | EXEMPT ORGANIZATIONS 

Form 990 overview 

Properly completed form shows an organization: 

• Is organized and operated as a tax-exempt 
entity 

• Is in compliance with applicable tax laws  

• Is well-governed and managed 

• Furthers its mission through its exempt 
activities 

• Provides valuable services to the public     
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Who doesn’t have to file?  

• Churches, associations of churches, and 
integrated auxiliaries of churches.   

• Churches don’t have to file the Forms 990, 
990-EZ or 990-N, although they have to file 
Form 990-T to report unrelated business 
income if they have over $1,000 of gross 
unrelated business income in a given tax 
year. 
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Does my organization need to file? 

 

• Publication 557, Tax Exempt Status for 
Your Organization, and the Form 990 and 
990-EZ instructions list all the exceptions  

• Newly formed organizations that don’t meet 
the exceptions are required to file a Form 
990-series return  

• It’s not enough that the organization claims 
to be exempt from tax, you may be required 
to file a Form-990 series return       
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Which Form 990 should be filed? 

• The annual information return an organization is 
required to file is determined by either its public 
charity status or its financial activity   

• For example, if an organization is exempt under 
section 501(c)(3) and classified as a private 
foundation, it will file the Form 990-PF  

• If a 501(c)(3) organization doesn’t know whether it 
meets the public support test, then it should fill out 
Form 990 Schedule A before going any further  

• In general, it meets the test if it has many 
contributors and/or other sources of support  
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Form 990-series Filing Requirements 

Which Form? 

• All organizations may file Form 990  

• Gross receipt below $200K file   
Form 990-EZ 

• Total assets below $500K file    
Form 990-EZ 

• Gross receipts at or below $50K file 
Form 990-N 

• Private foundations file Form 990-PF 
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Form 990-EZ 

 

• The Form 990-EZ is much smaller – only 
four core pages – compared to the Form 
990’s 12 pages 

• There are fewer schedules to accompany          
Form 990-EZ 
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Form 990-N 

 
• Form 990-N is the newest form, courtesy of the 

Pension Protection Act of 2006 

• The PPA of 2006 included a provision which 
requires small exempt organizations with average 
gross receipts of $50K or less to identify themselves 
for the IRS by filing a notice.  

• Beginning with the 2007 tax year, Congress 
mandated a simple, on-line only reporting 
requirement  

• There is no paper version of Form 990-N  

• Filing is free and doesn’t require any special 
software 
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Form 990-N (basic information) 

• Legal name, mailing address, and Employer 
Identification Number  

• Web site address, if any 

• Principal officer’s name and address 

• Confirmation that the organization’s annual gross 
receipts are normally $50,000 or less, averaged 
over the past 3 years 

• The “$50,000 or less” rule is met if an 
organization’s gross receipts for the year – plus 
your gross receipts for the two years before that 
– average $50,000 or less. 
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990-N e-Postcard 
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Social Security numbers 

 

• Don’t put Social Security numbers on 
applications or any series 990 information 
return 

• Don’t include them on the form or any 
attachments 

• Nearly one in five EOs (20%) have 
submitted forms with one or more Social 
Security numbers  
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IRS SSN reminder 

The IRS put a “reminder” in TY 2013 form 

instructions: 

• Form 990 & 990-EZ 

• Form 990-PF 

• Form 5227 

• Form 990-T 

• Forms 1023 & 1024 (On the notice attached to 
the application) 

In 2013, the IRS added a warning in the heading 

section of publicly disclosed forms    
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Form 990 and 990-EZ audience 

• IRS   

• State charity regulators  

• Congress, constituents and beneficiaries 
of the services organizations    

• The media  

• Foundations and other donors   

• Researchers and charity watchdog 
groups 
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Form 990-EZ prep a group effort 

 

• Form 990-EZ preparation is best approached 
as a group effort 

• Delegate the preparation of different portions 
of the form to those with greater knowledge of 
particular areas of the form  

• Financial portion to the CFO, treasurer, or 
CPA; and program and activity-related 
questions to the CEO or program staff   
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Related organizations 

• Report transfers to certain related 
organizations on line 49a 

• Review instructions to determine definition 
of “related organizations” 

• Reporting of related organizations is much 
more extensive on Form 990 than on Form 
990-EZ 
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Key employees 

For purposes of Form 990-EZ, a key 

employee is: 

• Any person having responsibilities or 

powers similar to those of officers, 

directors, or trustees 

• The term includes the chief management 

and administrative officials of an 

organization, such as an executive 

director and chief financial officer  
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Info Gathering Strategy for Part V  

Certain questions in the Form 990-EZ ask for 
information that an organization may not have 
readily available in a narrative. For instance: 

• Significant changes in activity 

• Unrelated business activity 

• Political activities 

• Excess benefit transactions under section 
4958 
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Keep good records 

• Keep complete, well-organized and easy-
to-locate records  

• Records that support information reported 
on the Form 990-EZ should be kept for at 
least three years 

• The IRS can examine returns up to three 
years old, and in some cases older 

• State law may specify other record 
retention requirements 
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Read the instructions 

• Check the Index to find out where a word 
or phrase is located in the instructions 

• Instructions also contain 8 appendices 
that provide helpful explanations and 
background information on certain topics 

- determining gross receipts 

- public disclosure requirements 

- excess benefit transactions 

- charitable contribution receipting 
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E-file 

• E-filing saves time 

• It simplifies preparation process  

• Reduces IRS processing time  

• Reduces errors   

• Filing errors identified in initial processing 
stages: 

-  approximately 24% of Forms 990 and Forms 
990-EZ filed by paper in 2010 

-  approximately 1% of Forms 990 and 990-EZ 
filed electronically in 2010 
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Highlight accomplishments 

• Use specific measurements to describe an 
organization’s accomplishments   

• Use Schedule O to tell your story 

• Schedule O is a blank schedule used for 
narrative responses 

• Schedule O is the only one of the seven 
schedules that must be filed by all Form 990 
and Form 990-EZ filers each year—several 
questions require all filers to submit a 

narrative response on Schedule O.   
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Significant changes 

• Part V, lines 33 and 34 requires the 
organization to report any significant activity 
changes    

• Significant changes include changes to the 
organization’s name, purposes, etc.   

• Any significant changes to the organization’s 
activities should be explained in Schedule O 
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Compensation reporting thresholds  

 

• It’s easy to complete if no officers, 
directors or employees make more 
than $100K 

 Even if the organization did not 
compensate any of its officers and 
governing board members, you are 
required to report all of them in     
Part 4.  

   27 
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Part IV, Section A categories   

• Officers  

• Directors 

• Trustees 

• Key employees 
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Compensation to report  

• For each person listed in Part lV, column 
(A), list “reportable compensation” from the 
filing organization in column (C)   

• In column (D), report health benefits, 
employee benefit plan contributions, and 
deferred compensation 

• In column (E), report other compensation 

• An organization must report compensation 
in Part lV for the calendar year ending 
within the organization’s tax year    
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Parts V and VI 

• Part V requires some reporting in Schedule O: 

- Describe personal benefit contract payments 

- Describe significant changes  

• Some responses trigger schedule filing 
requirements 

• Part VI should only be completed by 501(c)(3) 
organizations, which report:  

- highest compensated employees  

- highest compensated contractors 

- confirmation organization has completed Sch. A 

- transfers to non-charitable related organizations 

- lobbying activities 30 
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Schedule A 

• All 501(c)(3) organizations that complete 
Form 990-EZ must file Schedule A 

• It addresses the organization’s compliance 
with the public support test for public charity 
status  

• Is a planning tool to help an organization 
develop policies and procedures  

• It can be used to identify risks and 
responsibilities and develop prudent 
procedures  
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Form 990-EZ schedules & attachments 

• Has 8 schedules that may need to be filed 
– and most organizations will only have to 
fill out a few   

• Instructions have required schedules and 
attachments that may be required   

• Read the instructions to see if there is a 
reporting threshold exception   
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Filing the form 

• Certain large organizations must file 
electronically  

• Form 990-series returns must be filed by 
the 15th day of the 5th month after the end 
of the tax year  

• Each filer is entitled by law to one 
automatic 3-month extension  

• A filer can request an additional 3-month 
extension, but this is not automatic  
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Penalties 

• If gross receipts are equal to or less than 
$1M, the penalty is $20 per day up to a 
maximum of $10K or 5% of the 
organization's gross receipts 

• If gross receipts exceed $1M, the penalty is 
$100 per day, up to a maximum of $50K   

• Penalties for incomplete or inaccurate 
returns, such as returns that don’t include a 
required schedule, are identical to penalties 
for late-filed returns   
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Automatic revocation 

• If an organization does not file a   
Form 990-series information return  
for three consecutive years its tax-
exempt status be automatically 
revoked on the third return’s           
due date. 
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Automatic revocation  

• Organization's name appears on EO Select 

Check Auto-Revocation list  

• Notice is sent to the organization’s last 

address of record 

• Effective date of revocation is due date of 3rd 

non-filed return 

• Federal income tax is due for organization 

– Form 1120 (Corporation) 

– Form 1041 (Trust)  

• Other consequences (state & local) 
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Reinstatement of Tax Exemption 

• An organization must apply for 

reinstatement even if it wasn’t 

originally required to apply for 

exemption 

• If approved, date of reinstatement is 

date of postmark 
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Revenue Procedure 2014-11 

An organization should review       
Rev. Proc. 2014-11 in detail if it is 
actually considering applying for 
reinstatement for additional details on 
the procedures, including things like 
what should be written on the 
application. 
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Revenue Procedure 2014-11, cont. 

   Organizations that can’t use the 
streamlined retroactive reinstatement 
process (such as those that were 
required to file Form 990 or 990-PF or 
that were previously auto-revoked) 
may be retroactively reinstated if they 
follow applicable steps.  
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Revenue Procedure 2014-11, cont. 

• Applies to pending applications to the 
extent it benefits an organization’s 
ability to be retroactively reinstated. 

• Applies to organizations previously 
reinstated from post-mark date 
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What Is Reasonable Cause? 

• An organization must establish that it 
exercised ordinary business care 
and prudence  

- For example: Did the failure to file occur 
from events beyond the organization’s 
control? 

• See Section 8 of Rev. Proc. 2014-11 
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UBI 

So what is UBI?  

There is a three-part test. 

1. It is income from a trade or 
business  

2. It’s regularly carried on  

3. Not related to exempt purpose 
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IRS Website 

Good Governance Makes Sense for Exempt Organizations  
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A-Z Site Index 

Form 990-N and  990-EZ Filing Tips  
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EO Select Check 

Good Governance Makes Sense for Exempt Organizations  
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Calendar of Events 
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Charity and Nonprofit Audits 

Form 990-N and 990-EZ Filing Tips  
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EO Update 

Form 990-N and 990-EZ Filing Tips  
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Stay Exempt 
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Life Cycle 
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Education, Workshops, Seminars 
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IRS Video Portal 
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Exempt Organizations email 
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tege.eo.ceo@irs.gov  


